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L earning Obijectives

= Define terms, concepts, and procedures.
= Demonstrate how to create the reports.

= Explain the purpose of the information in
these reports.
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Chapter Overview

Various Personnel Administration reports can be run from the AASIS HR module.
Some reports can be downloaded into Microsoft Word, or Excel. The following is
a list of some of Personnel Administration reports along with authorized users.

Report Users Overview

Agency, Agency, Agency, Agency, Agency State Org
State State State State Employee | & Comp
Personnel Personnel Personnel LWOP Benefits Specialist
Admin. Mgmt Specialist Account. | Specialist
Ad Hoc Query X X X
(S_PHO0_48000510)
Career Service
Report for
Upcoming Month X X X
(SQO01)
Employee List X X
(S_AHR_61016369)
Headcount
Changes
(S_L9C_94000095) X X X
EEO4 Verification X
(ZPEEO4_VERIFY)
Logged Changes
in Infotype Data
Report X X X
(S_AHR_61016380)
Missing Infotype
Report X X X
(ZPYUSRO0002_A)
Employment
Reporting Form X
(ZERF)
(Note: The transaction codes are in parenthesis for quick access)
7-3
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Report Tree

The report tree organizes the reports in the Human Resources different areas
(Personnel Management, Time Management, etc.) Here is an example of a

Report Tree for Personnel Management.

SAP Easy Access

N | N

C Favorites

b [ Office
P [ Cross-Application Components
I [ Logistics
P [ Accounting
= 4 Human Resources
2 PPMOT - Manager's Desktop
= 2 Personnel Management
= 2 Administration
I [ HR Master Data
= i Info System

= 2 Reports
= 2 Employes

) 5_PHI_46000221

2 S_PHO_48000450 -
) S_PHI_46000216 -
) S_PHI_46000225 -
) S_PHI_46000224 -
) S_PHI_46000223 -
) S_PHI_46000222 -

Date Monitoring
Service Anniversaties
FPowers of Attorney
Education and Training
EE= Entered and Left
Family Members

- Birthday List
) S_PHI_46000220 -
) S_AHR_G1016354 -
) S_AHR_B1016356 -
) S_AHR_B1016357 -
) S_AHR_G1016358 -
) S_AHR_B1016360 -
) S_AHR_B1016362 -
) S_AHR_B1016369 -
) S_AHR_B1016370 -
P S AHR G1015359 -

“ehicle Search List

Telephone Directory

Time Spent in Each Pay Scale Area/Type/Group/Level
Defaults for Pay Scale Reclassification

Reference Personnel Mumbers

HR Master Data Sheet

Flexible Employee Data

Employee List

List of Maternity Data

Severely Challenged

[ Organizational Entity
] Documents
L] Administration US

L Administration Japan

] Administration Brazil

L] Administration Canada
CJ Administration Taiwan

L Administration Malaysia

L] Administration Public Sector Great Britain
L Administration Public Sector Belgium
o S_PHO_48000510 - Ad Hoc Query

b L v - i v
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HR Ad Hoc Query

The purpose of this report is to allow customization of information from the
employee master data records. The accuracy of any report is only as good as
the information entered into the system. This is a wonderful reporting tool
because it allows the user to design an individual report. Consider the following
when setting up the reporting criteria:

e What information is required for the reviewing process?

e What information must be reflected in the report?

To aid in the explanation of this report, the following scenario is used:
Tony wants a list of new hire employees within his business area. In his report,
he wants to include new hires, transfers, and rehires from July 1 to December 31.

He wants the report to include: personnel area, personnel number, employee
name, action type.

Action Steps:

1. Enter S_PHO_48000510 in the command field. <Enter> .

[==
hlernia Edit Fawvarites Extras Swvstem Help

€% |S_PHO_4s000510 y—ﬂ | S e
SAP Easy Access| 1 SIS MEMNU

[Ca]|=] [—|[=~]

> [ Favorites
= w4 SAP menu

2. The InfoSet Selection screen displays, select ZHR_PA_ADMIN (HR Ad Hoc
Query)
3. Verify the User Group is HR Personnel Administration (SAP/Query/H2),

4. <Green check mark> to continue to the InfoSet Query screen

[ Create MHNew Query - InfoSet Selection

InfosSets
| Marme ITitIe | |
isi:gﬁ@g&jﬁ‘iﬁﬂ'ﬁ:gﬁ@ HR FPersonnel Administration =1
IEA P QLUERY FHR_ 3T TIME HR Time Management (co F owervie . =1
HE ol ey P Il Hen=ht ool astratiorn A 2 Quer'_-,-'
FHR__P.A A DRl HR Ad Hoc Query
=1
— =
=111 I | =1

3

/
Environrment
wWwork area Slobal area (cross-client)
U=ser Group HR: Personnel Administration AP OUER ™Y SH2)

[if| 4

There are three sections of the Ad Hoc Query report where parameters need to

be established. These sections are: Reporting Period, Selection criteria, and
Output criteria.
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=

Query Edit Goto Ewxtras  System  Help
@ 2 dH e S HE ST o0 | HE @
InfoSet Query (InfoSet: HR Ad Hoc Query)
NEEE 1§
Ml‘@_‘l | | Reporting Period: Today— — |
Field group/ffields | Selection | Clutput | 1 Feporting set: Unrestricted

~

l(D Selection fields from InfoSet
1 Key figlds

J4

I ] Actions EI:'

I> [ Qrganizational Assignmen Selections

b [ Personal Data You can define selection conditions in this area

I L Payroll Status Fields can only be selected by selecting them correspondingly from the field list
b O Addresses __||/In addition, fields can be moved to this area using Drag & Drop

b O Planned Warking Tirme

I [ Bagic Pay - T 0009

P [ Bank Details

b [J Recur. Payments/Deds. Blank DD

O Additinnal Payments

b O Family/Related Person
I [ Date Specifications
b O Additional Persanal Data

[l

| I I \'I |'|\| I I BaswcListElll:I

Preview of output

This area contains a preview of the output list with example data.
Fields can only be selected by selecting them correspondingly from the field list. 3
In addition, fields can be moved to this area using Drag & Drop

LA T L AR L= T R ) e gL e g

@ Reporting Period

The Reporting Period determines the time frame of the report. The default is
Today.

1. To change the time period, select <List Type> to review the list of time
frames. Tony selects Other Period.

Reporting period
Today = 04/28/Z009

L|Today

—{Current Month

- Current Year

All

I Fast (until today)

g

u

Unrestricted

Future (as of Today)
key Date
Cther Period aa.

2. After selecting Other Period, enter the dates (July 1 to December 31.)

Reporting period
Other Period Bl |OF/01/72007|To (1243172007

@ Selection Criteria

The selection criterion is specific information Tony needs for his report. The
Field group/field box represents the names of the PA infotypes.
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3. To activate a group, click the arrow [Z] next to Field group/field name to view
the list of the different fields for the infotype.

4. Data is available in two different formats. Indicators to the left of each option
designate the data type.

- The blue diamond indicates the data is numeric.

- The blue diamond with the letter ‘T’ indicates the data value
is in either a numeric value, text, or both.

Zla|l|E] | =] orE

Field groupffields I Selection I Qutput I |
‘L Selection fields from InfoSet i

B L Key fields

= T Actions % 3
#_ Last changed on \
F Start date
[#~ End Date
EZ Reason for action
EZ Action type
EE Customer-defined status
EE Employment status >
EE Special payment status
[# Leaving date
[#~ Entry date
[~ Length of service (in days)
[~ Length of service {in months)
#~ Lenath of service (in vear

(D]

[=]
[~
Two columns are located to the right of the Field group/fields. Output reflects the
data which displays as output on the report. Selection allows for restriction of the
data to be included in the report. As a criterion is checked in the Selection field,
listing displays under Field Name located to the right. Parameters must be set.

If not, the system reads all data within the AASIS system. This could potentially
result in poor system performance.

OOoool® gooood
OO000000ooooon

EIEI‘HEI_'I Reparting period
Field group/ields | Selection [ Output | | Other Period T 07/81/2007|Ta  [12/31/2007
1 Selection fields framn InfoSet z
P Key fields |
= Reporting set: Unrestricted
= O Actions 2 ‘ B |
[# Last changed on O O —
@ Start date O EI
B End Date | O Te |F\E\d narme Option |Value |F|_|r1h
&€ Reason for action O O & Start date )
=2 Action type < - -
Action t
BE Custorner-defined status O O % P;r?nnnniﬁearea g %
= Employment status O |
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Setting Field Name Values
The field name value is defined by: 1) typing directly in the field; 2) selecting from
the field’s drop-down list, or 3) using <Multiple selection>.

5. Field Name: Personnel Area

This criterion may be entered by typing the information directly into the field or
selecting from the list in the drop-down box. To include all personnel area
designations for a business area, type the two-letter designator followed by two
asterisks (PT**.)

=) Te. .. IFieId narme Cption |Value Furth.. .
F Start date o =

| & Action type o | AJ 5 [ & |
[ Personnel area [u! PT=~ =

6. Field Name: Action type

Tony wants a list of employees who are new hires, rehires, and transfers for the
timeframe of July 1, 2007 through December 31, 2007. Since Tony has three

values, he must use <Multiple selection> IE

In Multiple Selection, there are four tabs. ‘Single values’ tabs require specific
criteria for the report. ‘Ranges’ tabs allow the user to set up a range of criteria.
The Select tabs (Single Values and Ranges) read the data to be included in the
report. The Exclude tabs (Single Values and Ranges) read the data to be
excluded from the report.

[ Multiple Selection for
Select Single Values Select Ranges | Exclude Single Yalues . Exclude Ranges

05|

|_IEF 6 __|

| |VE

| |43

- [4]

1 [+]

LD L[]

When finished selecting criteria, <Copy>
return to the main screen.

to finalize your selections and
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7. Field Name: Start date

The Start date is July 1 through December 31. Within Multiple Selection, Tony
must use Select Ranges because he has a date range. The lower limit is the
beginning of the range and the upper limit is the end of the range.

IE?MuItipIe Selection for
elect Single Select Ranges (1) Exclude Single Yalues |, Exclude Ranges
O [Laweer limit |Upper lirnit
| 070172007 1243172007 7 :
- 4]
. [~]
(L]l ][]

@

to finalize selections and

When selecting criteria is completed, <Copy>
return to the main screen.

After the values are selected, the Option field reflects a Green indicator.
[X] indicates there is a pattern.
[ ] indicates a range is selected.
= indicates there are specific values.

Sl Te... |Fie|n:| name Option |%alue Furth. ..

|| B Start date [] 07 /01,2007 =

| B Action type = IF =5
® Personnel area [=1 |PT™ 5

Without selecting these values, the AASIS system would review all the personnel
areas within an agency silo and all the action types. This could potentially result
in poor system performance.
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Output Criteria

The output option allows for determining the data that will be reflected on the
report. As selections for output are completed, a column displays in the lower

portion of the screen providing an example of the information

that will be

reflected in the report. This is also the order in which the information is reflected

in the report.

8. Select output criteria. Tony wants the following as output: personnel area,

personnel number, name, action type, start date.

=
Query Edit Goto Extras  System  Help
L] a0 e SREEADOaER @m
InfoSet Query (InfoSet: HR Ad Hoc Query)
W=
&Ié“\@l_‘l Reparting period
Field group/fields I Selection I Qutput | | Other Period = |B7/01/2007 (To  [12/31/2007
= [ Actions 2 2 (2]
[ Last changed on O O Ad{{E R
eporting set: Unrestricted
[ Start date 8 M | iy |
[# End Date O O
&5 Reasnn far action O O W (@] aa)
F%Achon type Te... |F\e|d name Option |value |Funh. )
&E Custornerdefined status O O N & Start date (%] 07.01/2007 |I
&2 Employment status O O N ==
T : B Action type = IF |I
@5 Special payment status O O Eersan] e I P II
[ Leaving date O O =
[ Entry date O O
[E Length of sewvice (in days) O O
[E Length of sewvice (in manths) O O Blank
[ Length of service (in years) O O >~ l:”:l
=3 Organizational Assignmen 1 2 =
o% Payrollarea ] ] hd
= ﬁ'l |'| |'||‘ﬂ|jp,.| Bas\cLile“@l
Personnel area text |Last narne First narne |Name of action type tart date
Appraiger Licensing-Certificat Last name First name13 Terminate Concurrent Empl. 10/13/2008
Auditor of State Last name First narne3d Rehire Board/Cormm Mbr 12/30/2008
Arkansas Departrment of Aeranau Last name First name? One Time Payout - Hire 10/30/2008
D&H - Trapnall Hall Last name First name1a Cne Time Payout - Termination 01/14/2009
DAH - Territarial Capitol Last name First nare10 One Time Payout - Termination 12/30/2008
Arkansas Ethics Commission Last name First name2 Incorrect entry 102272008
Appraiser Licensing-Certificat Last name First name10 One Time Payout - Hire 11/29/2008
DAH - Mosaic Templars Last name First name11 Biennium Conv. Update Grade 1042152008
Board of Accountancy Last name First name2 Conversion from Legacy (Ark) 01,/09/2009
Arleancac Donadmont of #orono Loct nowon Fivet nomof Eoct Entre for Hirg A D008
9. Before executing the report, click <Hit List> [ Hit list | to check the
number of hits is reflected by the current selection criteria.
Query Edit Goto Extras  System  Help
& D ABIC@a  EHE aTOs BE @m
InfoSet Query (InfoSet: HR Ad Hoc Query)
0=
Elél‘ ‘ l%l_vl Reporting period
Field groupffields | Selection | Output | Other Period = [07/01/2007|To  [12/31/2007
= [ Actions 2 2 ;
% E?B;Edh?nggd o = (B Reporting set: Unrestricted ]
a ate
& End Date (] O
= Reason for action (] O ¥ [ [et]
l’-%ADth type EnfTe Option [Value |Funh
&E Customer-defined status 1 O & Start date (%] 07/01,2007 II
=Z Employment status O O =
N B |Action type = IF E
=F Special payment status O O = P | [ BT II
& Leaving date O O B et
& Entry date O O
= Length of service (in days) ] O
[ Length of service (in months) ] O =) Hit list B4 P ]
[® Length of service (in years) ] O - i e @
= 3 Organizational Assignmen 1 2 |
&% Payrollarea ] ] A

January 2010
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<Display hit list> to preview the names that will display on the report.

il:l?Nn.ufhits

E F'ers.Nn.lEmpI.prpI.Name |
2567 | Annie Parker
2568 Billy Parker
2568 | Carrie Parker
2570 Daonnie Parker
2571 Effie Parker
2572 Fred Parker
2573 |Gina Parker
2574 Harry Parker
2575 | lvana Parker
2576 |Juan Parker
2577 Kelly Parker
2578 Larry Parker
2579 \Myra Parker

@ If the hit list number is very high (1000 people), review the selection
criteria. Adjustment of the selection criteria may be needed to narrow the
parameters for your search.

@ If there are zero or too few people, too many restrictions may apply or
some other selection criteria may be incorrect. In this example, there are 64
people reflected on the report and the expected number of people is 640.

@ If zero is reflected in the hit list, check the reporting period. If the reporting
period is not set up, it may prevent the report from executing properly.

January 2010 7-11
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10.Value vs. Text
In the field group/field column, indicators to the left of each option designate the
data type.
Field groupfields I Selection I Cutput I
= [ Action 2 2
== Data is numeric ] ]
[#_ Start date
@ End Date ] [l
I;_E Rancoe for sotine M ]
= Data is numeric and/or text value.
&L Customer-defined status L] [l
=T Employment status ] L]
@E Special payment status O L]
@ Leaving date L] L]
[#_ Entry date ] L]
[#_ Length of service (in days) ] L]
[®_ Length of service (in months) L] L]
[#_ Length of service (in years) ] L]

As output fields are selected, an example of how the data will appear in the
report is reflected.

= ?I 'I 'l ﬂ'lj@,l BasicListEl@I

Personnel area text ELast name First narme EName of action type IStan date
Appraiser Licensing-Certificat Last name First name13 Terminate Concurrent Empl. 1041342003
Auditor of State Last name First narmed Rehire Board/Cormm Mbr 12/30/2008
Arkansas Department of Aeronau Last name First name? One Time Payout - Hire 10/30,2005
DAH - Trapnall Hall Last name First name15 One Time Payout - Termination 01/14,2009
DAH - Territorial Capitol Last name First narme10 One Time Payout - Termination 1273042003

To change the output, right click on the column name to activate a menu box. In
this example, the Personnel area column is reflected in text format only. To
display both the personnel area number and text, select value and text.

EF"E
Ap
A

Ap
Bo

Al

rsonnel area text
praiser Licensing-Certificat
ditor of State

Arkansas Department of Aeronau
DAH - Trapnall Hall

DAH - Territorial Capital
Arkansas Ethics Commission

praiser Licensing-Certificat

DAH - Mosaic Temnplars

ard of Accountancy

Arkansas Department of Aeronau

ditor of State

Tower Building

\Last name First name
Optirmize Width
Sort in Ascending Order
Sort in Descending Order

Only walue

v Only text

[ “alue and text ETO
Celete field

Initialize formatting
Display field infarmation

Colar

January 20
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Now, the report will include both the personnel area number and name.

| s

&I?I |'I |'|| ﬂl:@,l EaSicListE“

PA Personnel area text |Last name First name
ACOT | Appraiser Licensing-Certificat ) Last name First name13
AEOT |Auditor of State Last name First named
AHOZ | Arkansas Department of Aeranau Last name First name?
AHOZ |DAH - Trapnall Hall Last name First name15

Rearrange the columns by highlighting on the column (Name of action type) to
move using Drag and Drop.

Before Drag and Drop:

& %[ 2@ 2 ]I 1] @] Basiclis @[ &)

P& |Personnel area text Pers.no.|Last name First name Marme of action type Start date
ALDT |Appraiser Licensing-Certificat 00000013 | Last name First name1a Corrected entry 112002007
AHD3| Auditor of State 00000009 |Last name First name14 Terminate Concurrent Empl. 1150552007
ACOT | Arkansas Department of Aeronau 00000007 |Last name First names Fast Entry for Hire 110112007
AHDZ| DAH - Trapnall Hall 00000015 |Last name First name? Reclassification 120152007
AHO3Z| DAH - Territarial CTapitol 00000010 |Last name First name? Rehire 123052007
ADDT|Arkansas Ethics Commission 00000002 |Last name First name2 Convergion from Legacy (Ark) 1101152007
A0 | Appraiser Licensing-Certificat 00000010 | Last name First names Rehire 01/09/2008
AMDT DAH - Mosaic Templars 00000011 |Last name First name11 Biennium Conv. Update Grade 0142352008

After Drag and Drop:

= ﬁl |'| |'|\|ﬂ|:@,| BasicLileh@l

PA IF’ersunne\ area text |Last name First name |Slart date Name of action type

ACDT Appraiser Licensing-Certificat Last name First name13 10/13/2008 Terminate Concurrent Empl.
AED1 Auditor of State Last name First name3 12/30/2008 Rehire Board/Comm Mbr
AHOZ  Arkansas Department of Aeronau Last name First name/ 10/30/2008 One Time Payout - Hire

AHD3  \DAH - Trapnall Hall Last name First name15 01/14/2009 One Time Payout - Termination
AHOS | DAH - Territarial Capitol Last name First name10 12/30/2008 One Time Payout - Termination

[H output

11.<Start output> to execute the report. Example of report below:
=
List Edit Goto ‘“iews Settings Systerm  Help
& I H @@ BERES hnaa EE @0
SAP Query

SAP Query

FA, |F'ersunne| area text |Last narme First name Start date |Name of action type
FT16[H Devil's Den State Park FREEMAM KATHERINE 07/01/2007 | Hire
PTOE  |Bull Shoals State Park FREEMAMN JOSHLLA 07012007 |Hire
PT14 |DeGray Lake Resort State Park FREEMAN WY 07012007 |Hire
PT14 |DeGray Lake Resort State Park FREEMAN HERRAM 07012007 |Hire
FT14 |DeGray Lake Resort State Park |FREEMAMN GERTIE 07012007 Hire
PTO2Z  |Ark. Post Museumn FREEMAMN FRARMK 07012007 |Hire
PTOZ  |Ark. Post Museumn FREEMARN EMILY 07012007 |Hire
PTO1 | Ark. Museurmn of Matural Resourc | FREEMAN DAVIS 07012007 |Hire
FPTOT  |Ark. Museurmn of Matural Resourc |[FREEMAMN CINDY 07012007 Hire
7-13
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Printing the Report

After the report appears on the screen, <Print> to print a paper copy of the
report.

=
List Edit Goto “iews Seftings System  Help
@ padiece DHE Do PR QB
SAP Query N\ ——
. To print

b

SAP Query

P |F'ersc|nne| area text |Last narme First name |Start date Marne of action type

PT16|d Devil's Den State Park FREEMAN KATHERINE |07/01,/2007  |Hire

PTOE  |Bull Shoals State Park FREEMAM JOSHLUA, 07012007 |Hire
FT14 |DeGray Lake Resort State Park |[FREEMAN [+ 07012007 [ Hire
FT14 |DeGray Lake Resort State Park |FREEMAN HERMAN 07012007 [ Hire
FT14 |Delray Lake Resort State Park |[FEEEMAN GERTIE 07012007 [ Hire
PT0Z |Ark. Post Museum FREEMAMN FRARMNK 07012007 |Hire
PT0Z  |Ark. Post Museum FREEMAM EMILY 07012007 |Hire
PTOT  |Ark. Museum of Natural Resourc  FREEMAN DAYIS 07012007 [ Hire
PTO1  Ark. Museum of Matural Resourc  FREERAN CINDY 074012007 |Hire

To export the Report to Excel

1. <Print preview>L <.

=
List Edit Goto “iews Settings System Help

& A H I QEQ  SREE ST a8 | EE @
SAP Query

SAP Query

FA |F'ersc|nne| area text |Last name First name Start date Mame of action type

FT16[= Devil's Den State Park FREEMAN KATHERIME 07/01/2007  Hire

PTOG  |Bull Shoals State Park FREEMAM JOSHLUA, 07012007 |Hire
FT14 |DeGray Lake Resort State Park |[FREEMAMN WY 07012007 [ Hire
FT14 |Delray Lake Resort State Park |FREEMAN HERMAN 07012007 [ Hire
FT14 |DeGray Lake Resort State Park |[FREEMAN GERTIE 07012007 [ Hire
PT02  |Ark. Post Museum FREEMAM FRAMNIK 07012007 |Hire
PT0Z  |Ark. Post Museum FREEMAM EMILY 07012007 |Hire
PTO1  Ark. Museum of Matural Resourc  FREERMAN DANIS 07012007 |Hire
FTOT  |Ark. Museum of Natural Resourc FREEMAN CINDY 07012007 [ Hire

January 2010
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L

2. <Spreadsheet>

. The report may be exported to an Excel spreadsheet.

[=
List Edit Goto Settings Systern  Help

& nAdH QO CHE 0o HE @

SAP Query

[

0442872009 SAP Query 1
2

SAP Query

PA Personnel area text Last name First name|Start date|Mame of action type

FT16|Devil's Den State Park FREEMAN KATHERIME O7/01/2007 |Hire

FTOG|Bull Shoals State Park FREEMAN JOSHUA O7/01/2007 |Hire

PT14|DeGray Lake Resort State Park |FREEMAN IWY 07/01/2007 | Hire

PT14|DeGray Lake Resort State Park |FREEMAM HERMAM O7/01/2007 [Hire

PT14|DeGray Lake Resort State Park |FREEMAM GERTIE O7/01/2007 [Hire

PTOZ|Ark. Post Museum FREEMAN FRAMK O7 /01742007 |Hire

PTOZ|Ark. Post Museum FREEMAN EMILY O7 /01742007 |Hire

PTO1|Ark. Museum of Matural Resourc|FREEMAN DAVIS 07 /01,2007 | Hire

PTO1 [Ark. Museum of Natural Resourc|FREEMAN CINDY 07/01/2007 [Hire

3. Select Spreadsheet, dialog box displays; select “All Available Formats.”
4. Select “Excel (in Existing XXL Format.)”

5. <Green check mark> )

Il:D’SeIect Spreadshest

Formats:
O Excel (in MHTML Farmat)

@ All Available Formats
Excel {In Existing ¥xL Farmat

Excel (in MHTML Farmat)
Excel {in MHTML Farmat far 20

oAP-Internal xML Farmat
(AL Excel (In Existing ¥xL Farm

(4|EN

00/57)

otar Office 8 Calc f OpenOffice.org 2.0 Calc
Excel {in Office 2003 XML Format)

4

O Star Office 8 Calc / OpenOffice.org 2.0 Calc

=

i

nr

January 2010
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6. A box displays reflecting a selection choice for the type of Excel spreadsheet
preferred. For a regular spreadsheet, select table and <Green check mark>

|

7. A second box displays, <Green check mark>

|

= Export list object to 3L

O Pivat tahle

An X¥L list object is exported with
64 lines and 5 columns

Choose a processing mode:

[= Export list object to Xal

Excel opens and the spreadsheet is now displayed.

First Box

Second Box

_,’E’;\._. = DOECE A Se )= Microsoft Excel
)
@‘ J Home Insert Page Layout Formulas Data Review View
=e \ = = =0 = a1 iti =
SA j Y Calibri . P - IEa| | = =|= General ?ﬂ Conditional Formatting ™= Insert
' =|(E-|||$% - % = ||| % Formatas Table - 3% Deletd
Paste -~ || i - - - et
=] — F (B 7 O s - S é | E =|| a8 | | B | (=} Cell Styles = =] Formal
Q4as2 Clipboard ™ Font Alignment = Mumber M= Styles Cells
AL -0 £ | pa
SAP
| 'IT“i] Worksheet in Basis (1)
Pa A B c D E F
PT1 1 Start date
PTO 2 |PT16 Devil's Den State Park FREEMAMN KATHERIME Hire 07/01/2007
PT1 3 |PTO6 Bull Shoals State Park FREEMAMN JOSHUA Hire 07/01/2007
E¥1 4 |PT14 DeGray Lake Resort State Park FREEMAN VY Hire 07/01/2007
PTO 5 PT14 DeGray Lake Resort State Park FREEMAMN HERMAN Hire 07/01/2007
PTO 6 |PT14 DeGray Lake Resort State Park FREEMAM GERTIE Hire 07/01/2007
PTO 7 |PTO2 Ark. Post Mussum FREEMAMN FRAMNK Hire 07/01/2007
E¥g 8 |PTO2 Ark. Post Museum FREEMAN EMILY Hire 07/01/2007
PT4 9 |PTO1L Ark. Museum of Matural Resourc FREEMAN DAVIS Hire 07/01/2007

@At the same time, a small box displays on the screen. This box is hidden

behind the Excel spreadsheet. Do not click the <Green check mark> yet!

If you do, the Excel spreadsheet will close!

[= Information

Save your Excel spreadsheet on your computer. After saving the spreadsheet
and closing Excel, the Save the data message will close and return you back to

the online version of the report. When you are finished, <Exit> & :

January 2010
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Career Service Report for the Upcoming Month

This report reflects individuals who have been employed by the state for 10 years
or more. Any employee with the role of Payroll Systems Management may use it

to process the career service bonus.

Action Steps:

1. Enter SQO1 in the command field. <Enter> .

=
IMenu  Edit  Favarites Extras  Systern Help
g s — 1| dH @R CHE

SAP Easy Access

BE] SR ]

Cl Favorites

b O Cross-Application Components

2. Click on Environment on the Menu bar, select Query areas from the drop-

down list.
=
Guery Edit Goto Extras  Settings  Erwironment  System
@ 4 Query aress 2 j|5d PR em
User groups
Query from User Group /IS = ¥°F en

InfoSets

(E With variat

Language comparison

Lists

Cluery area Global Area (Cr Directories ,
Qluery [ ae = —l |D Create
3. Work Area box displays, select Global area (cross-client),
<Choose> o’ Choose
I= work Areas
OStandard area (client-specifc)
@ Global area (cross-cl 3
|w? Choose ||R Cancel |
7-17
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[+
4. <Other user group> to activate a dialog box.

=
Query Edit Goto Extras  Settings  Ernwironment  Systemm Help

& 2 A4 EHIGa@  SHREIaTO8  EHE @D

Que) 2 pm User Group /ISDFPS/OM: Initial Screen

&i(|[T |@ With variant ||@ In background ||63:r’ Saved Lists || Trash |

Cluery area Global Area (Cross-client)
Cuery |é’ Change I |D Create
|@3 Cluick Yiewer | |@E InfoSet Cluery I |6§{* Display I ||%f Description

5. In the drop-down, scroll down and select Z HR_PA AASIS Personnel

Administration. <Choose> [¥_“n2ese

II:'I?Guery from User Group ASDFPSA0M: Initial Screen
Mame IUser group name I
IR0 [=]
INGOWED _ (]
1S L02 Evaluation of Litilities Master ]
J 3RFPBLHMELIG  PBEU-18 Russia
MIRO Lagistics Invoice “erification
QDERO Demo-User Group
REFX Flexible Real Estate hManagemen
TESTQALERY Test, Query delivery
WAD ABE PT WYAD ABE FersTimeEwval _HRE
WeAD ABC PT WA D ABC FPersTimeEwal _HR
WWASTE Waste Sheet: User Group
WRE P PWY Price Planning Warkbench
WY OR WTY Online Reporting
FEBEMCLERY FEBEMQLIERY
IHRE_QLUERY Agency User Group
HRE_TIME i Ad Hoc Cluery .
ZOPM 5 PPkl USE OMLY
£ HRE_Ok = Org management =
Z HR_F AL5IS Personnel Administration %
|¢ Choose | | Author and last user |
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6. Click in the Query field to activate the dialog box, select Z CAR_SERV_CUR.

<Choose>

7 <With Variant> L& With variant |

=
Query Edit Goto Ewtras  Settings  Environment  Systern  Help

& e

A0 e@@ I CRE SDLH0HEE®@E

Query from User Group Z_HR_PA:H 6

creen

Gy Saved Lists || Trash |

|@/With variant | @ I/ﬁ(grour\

Ea fro\ j U
Global Area (Cro = uery ro\ et

Query area 7

Group £ HR_PA Initial Screen

Query name

1Title and notes

Query

F@@ Quick Yiewer | F@@

InfoSet Query

B E EEREE e ERE]
Queries of user group Z_HR_PA : AASIS Personnel
Mame |Tit|e

L CAR_SERY CUR Career Service Repart for the
I _CAR_SERW MAT Career Service Repart for the
I CAR_SERY RPT Career Service Report

Z_CAR_SER\;’_CUR Career Service Report for the current manth

Career Service Report as per Career Service Date from

infotype 0041 Date Specifications. This report can be run

for the current manth.

Z CAR_SERY MAT Career Service Report for the next month

Career Service Report as per Career Service Date from

infotype 0041 Date Specifications. This report can be run

for the next month.

Z CAR_SERY RPT Career Service Report

Career Service Report as per Career Service Date from
infotype 0041 Date Specifications.

8. The Define Variant dialog box displays,

<Continue> v )

[= Define “ariant

“ariant [CAREERSERWRPT

9. Period defaults Today. Do not change.

10. Employment status defaults to (not equal to zero) so the report will not
include employees who are no longer employed with the agency.

11.Enter the Personnel area(s) to review. |

f all Personnel Areas within a

Business Area are required, enter the two letter designator, followed by **.

For example: FA**

12. Years of Service per Career defaults to (greater than or equal to 10)
for employees who have 10 or more years of state employment.

13.Date type defaults to Z2 for (Career Service Date.)

&

14.<Execute>

January 2010
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Frogram Edit Goto Systern  Help

& DA H Q@@ SHEHE DTa8 HE @

Career Service Report for the current month

o 1

Further selections || = Search helps | | & Cry. structure
Feriod
@Tuda?% 9 O Current manth O Current year
O Up to today C From today
O Other period
Data Selection Period To
Person selection period Ta
Selection
Personnel Number %i E
Employment status =0 2
FPersonnel area 3% 11 E
Personnel subarea 2
Employes graup 5
Employee subgraup E
Program selections é 12
‘fears of Service per Career 2l to E
Date for date type to 2
Date type z2[a) i to 5
Business area 13 to E
Employment status to E
End Date to E
Start date to E
Personnel Murmber to i

@ In Multiple Selection, there are four tabs. The single value tabs require
specific criteria for the report. The ranges allow the user to set up a range. The
Select tabs (Single Values and Ranges) read the data to be included in the
report. The Exclude tabs (Single Values and Ranges) read the data to be
excluded from the report.

ilf'. Multiple Selection for Personnel area

Select Ranges , E=xclude Single “alues . Exclude Ranges
o |sin.. |
L Jfad1
| lf=08
a1
] =]
Ll =
[EN|a|| I [[«1[>]
[ 2] 6] [ [ ] [ it simetion | 8] 5] [3¢
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Here is how the report looks:

=
List Edit Goto “iews Settings Systern Help

& 2 dEH @a@ BRE D008 BE @0

Career Service Report for the current month

Career Service Report for the current month

PA 1 F'ers.nn.lSSN |Last name First name |DT |Date type |Date Yrs of Sery
FAJME L2 |Career Service Date 05/20/1991 15
£2 |Career Service Date 050341995 14
L2 |Career Service Date 050541993 16
L2 |Career Service Date 051161994 15
£ |Career Service Date 05241996 13
£ |Career Service Date 054111995 14
FAL0 L2 |Career Service Date 0500241933 26

Printing the Report

After the report appears on the screen, <Print> for a paper copy of the
report.

=

List Edit Goto “iews Settings Systern Help
& 2 AHCE@ REE SNaa FE @
Career Service Report for the curf". th

To print

Career Service Report for the current month

PA, 1 Pers.nn.lSSN |Last narne First name |DT |Date type |Date Yrs of Ser
FAD1E L2 |Career Service Date 05/20/1991 15
L2 |Career Service Date 050341995 14
L2 |Career Service Date 050511993 16
L2 |Career Serice Date D5/16/1994 15
£ |Career Service Date 05/24/1996 13
L2 |Career Service Date 054114995 14
FA10 L2 |Career Service Date 050241933 26
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To export the report to Excel

1.

<Print preview>%].
=
List Edit Goto “iews Settings Systern Help
& B A HI @S @ [ BEE 0O EE &b

Career Service Report for the current month

Career Service 1 |rt for the current month

P 1 F'ers.no.ISSN ILast name First name IDT IDate type IDate I‘T’rs of Sen-'l
F.AD1E 2 Career Service Date 05201991 18
2 Career Service Date 05/03/1935 14
2 Career Service Date 050541993 16
2 Career Service Date 0551641994 15
2 Career Service Date 052441995 13
2 Career Service Date 0551151995 14
FA10 2 Career Service Date 05021933 26
<Spreadsheet> to export to an Excel spreadsheet.
=g
List Edit Goto Settings System Help
< B d HI@@@  ERE BTmass | EE @ E
Career Service Report for the current month
(<[> ][m]
as5/sm1 /2009 Career Serwice Report for the current month 1
Career Serwvice Report 4 E current month
PA Pers. no. | S5HM Last name First name|DT|Date type Date ¥rs of Serw
FaQ1 22| Career Serwvice Date|05/20/515991 18
FaQ1 22| Career Serwvice Date|05/08/1935 14
FAO1 £2| Career Service Date|05/05715833 16
Fad Z2| Career Serwvice Date|05/16/71594 15
FaQ1 22| Career Serwvice Date|05/24/1936 13
FaQ1 22| Career Serwvice Date|05/11/1935 14
Fa10 Z2| Career Serwvice Date|05/027515883 26

Select Spreadsheet, dialog box displays, select “All Available Formats.”

Select “Excel (in Existing XXL Format.)”

|

<Green check mark>

January 2010
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IIE? Select Spreadsheet

Farmats:
O Excel {in MHTRL Farmat)
O Star Office 8§ Calc / OpenOfiice.org 2.0 Calc

@ Al Available Faormats 3

Excel (In Existing *xL Format)

5 Excel (in MHTML Format)
. Excel {in MHTKL Format for 2000597
Y|Star Office 8 Cale # OpenOffice.org 2.0 Calc
Excel (in Office 2003 XML Format)
SLP-Internal XML Format
Excel (In Existing *xL Format)

[«\[*]

o]

regular spreadsheet, it is best to select table. <Green check mark>

A box displays to allow for selection of Excel spreadsheet table type. For a

|

I_E?'Expon list object to »xL

An XXL list object is exported with
64 lines and 5 columns

Choose a processing mode:

O Pivot table

Second box appears, <Green check mark>
I@Expnn list object to XxL

Excel opens and the spreadsheet displays.

."Ew;\‘- = - DEEl &) Microsoft Excel
it
@ —j Home Insert Page Layout Formulas Data Review View
N = _ = - 1 L |
Ca J & Calibri <1 - | | =| = General _?ﬂCondltlonal Formatting g=Ins
| B3~ | $ -~ % 9| B FormatasTable ~ % De
Paste || - - - e
G = - |B £ O -5 A J = iE| || | %68 %8| (S} Cell Styles - [ Fo
85/0 Clipboard ™= Font I Alignment = Mumber = Styles Ce
| 125 - £ |
Care|—=
W_] Worksheet in Basis (1)
PA A B C D £ F G H 1
Feg| - PA Persno. SN LastnameFirstname DT Datetype  Date ¥rs of serv
Faol 2 FAOL 72 CareerService Date 05/20/1991 18
FaQl 3 FAOL Z2 CareerService Date 05/08/1995 14
FADl 4 |Fa01 72 Career Service Date 05/05/1993 16
Eig 5 |FAOL 72 CareerService Date 05/16/1994 15
Fa1| B8 |FAOL 72 CareerService Date 05/24/1996 13
L1 3 lcam 9 Cornar€anien Nnta nef11/1008 14

@ At the same time Excel opens with the spreadsheet, a small box will

appear on the screen. This box

is hidden between the Excel spreadsheet. Do

January 2010
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. i
not click on the <Green check mark> yet! If you do, the Excel spreadsheet
will close!

[= Information

o Save the data in the spreadsheet!

Be sure to save your Excel spreadsheet on your computer. <Exit>
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Employee List

When executed, this report extracts employee data. The report output is a
standardized report. However, the end user may elect to customize the output
by making adjustments. Execute this report by entering the transaction code
(S_AHR_61016369) or using the menu path.

The menu path for this report is:
Human Resources > Personnel Management >Administration > Info System >
Reports >Employee>Employee List

@ Restriction of selection criteria by personnel area, business area, etc is
required when executing this report. Otherwise, extraction of employee data will
be extracted for all participating AASIS agencies.

Scenario: You want to view a list of new employees by business area for the
timeframe beginning 01/01/2009 through 06/30/2009.

Action Steps:

1. Enter the transaction code (S_AHR_61016369) in command field and press
the Enter key. <Enter> .

|[=

Menu  Edit Eavorites Extrgl—‘:—em Help
& |=_~HR_G1016369 = 1 @ | B HEE D .48
SAP Easy Access AASIS MENU
3= [~][=]

I [ Favorites
= 2 EAP menu
I [ Office
I [ Logistics
I [l Accaunting
P [ Hurman Resources

2. Determine the Period to be displayed on this report. The report defaults to
Today. The time frame to be reviewed is Jan. 1 to June 30 of the current
year; therefore, select Other period.

& B A H S@a@ B E | ST aa EE @ Do
Employee List
| Further selections || = Search helps || = Sart order || = Org. structure
Period
O Today QO Current month QO Current year
O Up to today O From today 2
@ Other period
Data Selection Period o101 /2009 To DEi.-‘SD.-‘2DEIB|
Ferson selection period To
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Using Further Selections
In this section, the end user must select the criteria required for specific data

extraction. If additional fields are required for inclusion, the end user may modify

the field listed in the selection section by selecting <Further selections>

L Further selections | 4y 5ctivate a criteria box.

& B AH @R BHE SDOa0 FEE @ :
Employee List
| Further selections || = Search helps || = Sort arder || = Org. structure
Period
O Today O Current manth O Current year
O Up to today O From today
& Other period
Data Selection Period a1/s01 /2008 Ta DSISDIQDDQ|
Person selection period Ta
Selection -
Personnel Mumhber o
Employment status N =
Personnel area 5
Personnel subarea 5
Employee group &
Employee subgroup 2

The Choose Selection Fields box contains a list of criteria for additional selection.
To include/exclude fields, click on the square to the left of the field name and use

the arrows [E to move options from the left side to the right side. After all

moves are completed, <Green check mark> .

[E Choose Selection Fields
Selection options Selection fields
| Selection options | | Selection fields |R| |_|
Company code [=] Fersonnel number [=]
Organization key ] @ _Employment status = EI
Business area; [ | |Personnel area
Legal person — Fersonnel subares .
FPayroll area @ Employee group
Work contract Employee subgroup
Controlling area ]
Cost center ]
Organizational unit ]
Faosition ]
Job |
Supervisor area El : El
Administrator group [=] [=]
Selection: =1

January 2010
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The end user decides the last field is not necessary. To delete a selection field,
click on the square in front of the field name(s). Since this field is not necessary,

click <Cancel> E

[E Choose Selaction Fields

Selection options

Selection options

Company code
Qrganization key

Business area
Legal persan
Payroll area

| |wwark contract
Cantrolling area
Cost center
QOrganizational unit
| |Position

Job

Supervisor area

Administrator group

L E D]

z[4] [=lY]

(D]

[

Selection fields

Selection fields

Personnel nurmber
Employment status
Fersonnel area
Fersonnel subarea

:Employee group

Employee subgroup

@

WP

(D]

Selection:

g

When you view the Selection fields, the prompts have now changed. Below

reflects the movement of fields from the Selection options to the Selection fields

and vice versa.

[E Choose Selection Fields
Selection options Selection fields

| Selection options | | Selection fields |R| |_|
Biction type [«] Personnel number [«]
Customer-specific status l;l @ _Empluyment status =y l;l
Special payment status — Fersannel area
Caompany caode | |Personnel subarea |
Organization key @ _Employee group
Legal person Business area
Fayrall ares
WWark contract ]
Cantralling area :
Cost center
Organizational unit ]
Position El : El
Job [=] [=]

Selection:
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Selection Section

With the selection criteria modified, select the required criteria for running this
report. Remember, we are looking for all employee data, within a designated
business area, beginning 01/01/2009 to 06/30/2009.

3.
4.

The Employment status defaults to - not equal to 0 (Withdrawn).
Enter Personal Area or Business Area.

Hint: If you want to choose all Personnel Areas within a Business Area, enter
the two letter designator followed by **. For example: FA**

Selection
Personnel number

Employment status ==| o
Fersonnel area Fo==*
Jdak

Employee namea

Action typerfaction reasan

Gender defaults to Both genders.

<Execute> @

& B AH  Ce@d  DEE SNHasn | EE QM

Employee List

FLI\"QF selections || o Search helps || 5 Soart order || 5 Cirg. structure
N

@ Today O Current month O Current year

O Up to today O From today
O Other period
Diata Selection Period To

Ferzon selection period To

Selection

Fersonnel Mumber
Emplayment status =0 3

Fersonnel area =1

FPersonnel subarea

Employee group

Business area EIS1EI|&i 4

Report-specific selections

Last name
Mame at hirth
First name
Mationality

Mews employees in period

Gender
@ Both genders 5 O Cnly male O Only female

7-28
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The report displays (as shown below). Sort format is numeric order by Personnel

number.
Printing and Exporting to Excel

1. After the report is generated and to print the report <Print> :

2. To export to Excel, <Print preview> & .
& ajdHICe@ QEE SO0 HE @
Employee List \\‘

1
& —

2
Employee Lislﬁ

Key date: 08/27/2009
Number of selected employees: 390

January 2010

Pers.no.|PerslDMa. [Name Mame at birth|Job Title Entry Date  |Leaving
EXTRA HELP 058/18/2003
SR BUDGET AMALYST/SPECIALIST 058/18/2003
ALDIT MAMAGER 0B,/23,2003
SR BUDGET AMALYST/SPECIALIST 058/18/2003
EXTRA HELP 08/18/2003
DOCUMENT ExAMINER Il 12/08/2003
DFA IMTERNAL AUDIT ADMIMISTRATOR 0B/23/2003
EXTRA HELP 081852003
ACCOUNTANT 081872003
DOCUMENT ExAMINER Il 12408/2003
DFA TAX RESEARCH ADMINISTRATOR 058/18/2003
RESEARCH PROJECT ANALYST 08/18/2003
PAYROLL OFFICER 12408/2003
SENIOR ALUDITOR OB/2372003
DFA POLICY COORDINATOR 058/18/2003
DFA FINANCIAL ADYISOR 08/18/2003
ACCOUNTAMT 12/08/2003
PERSONMEL OFFICER Il 12/08/2003
DFA DEFR DIR REY MNGT SWVCS/CMENR 081872003
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3. Print preview reflects the view of the report. The report may be exported to
an Excel spreadsheet where further manipulation of data may be performed,

click <Spreadsheet>

Q .

& T

JH I Ca@ SHE BDho0 EE @M

Employee List

Employee List

Key date: 08/27/2008
HNumber of selected employess: 3980

IRy

Pers. no. |PersIDNo. |Name Mame at birth|Job Title Entry Leaving
EXTRA HELP 05/18/2003
SR BUDGET AMNALYST/SPECIALIST 08/18/2003
ALUDIT MANAGER 06/23/2003
SR BUDGET AMALYSTfSPECTALIST 0871842003
EXTRA HELP 08/18/2003
DOCUMENT EXAMINER II 12/08/2003
DFA INTERWAL AUDIT ADMINISTRATOR 06/23/2003
EXTRA HELP 08/18/2003
ACCOUNTANT 0&8/18/2003
DOCUMENT EXAMINER IT 12/08/2003
DFA TAX RESEARCH ADMINISTRATOR 08/18/2003
RESEARCH PROJECT ANALYST 08/18/2003
PAYROLL OFFICER 12/08/2003
4. Select Spreadsheet, dialog box displays; select “All Available Formats.”
5. Select “Excel (in Existina XXL Format.)”
4
6. <Green check mark> . :
III?SEIect Spreadshest
Formats:
O Excel {in MHTML Farmat)
O Star Office 8 Calc £ G;Jitrg 2.0 Cale
@ All Available Farmats 4
Excel (In Existing #xL Farmat) E
Excel {in MHTML Format)
Excel {in MHTML Format for 2000/57)
6 |Star Office 8 Calc / OpenOffice.org 2.0 Calc
Excel (in Office 2003 xML Farmat)
SAP-Internal ML Farmat
— 5
(][] Excel (In Existing #xL Farmat) (D
El
7-30
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7. A box displays for selection of Excel spreadsheet table type. For a regular

. o
spreadsheet, it is best to select table and <Green check mark> .

8. Second box displays, <Green check mark> .

= Export list object to AL (S Export list abject to ¥xL
An XL list object is exported with @ Microsoft Excel
64 lines and 5 columns
Choose a processing mode:
@®Table  —= @ % E
O Pivat table
Second Box
First Box
9. Excel opens and the spreadsheet displays.
Ca))H 0 9 - =R N = I Microsoft Exce
_/ Home Insert Page Layout Formulas Data Review View Add-Ins
o= & S S — = 1 m—| 5= Insert ~ =
Calibri ~ 11 A A F == = Wrap Text General - = |
& 3 | | = ij iEd —o % Delete ~ |
Past 1 - == == =|| B . C - NP 0 Conditi I F t Cell e
af e & |||B £ O &y A ||[|= = =||%& == || &2 Merge & Center ~ ||| § o || %8 508 Fzﬂl’f;nalt\t;n;v ?r;rgiae ?s St}L'FES | gt Format - || 2
Clipboard ™= Font E Alignment I MNumber = Styles Cells
118 - £
=) Worksheet in Basis (1)
A B C D E G
1 Entry Leaving
2 EXTRA HELP 08/18/2003
3 SR BUDGET ANALYST/SPECIALIST 08/18/2003
4 AUDIT MANAGER 06/23/2003
5 SR BUDGET ANALYST/SPECIALIST 08/18/2003
6 EXTRA HELP 08/18/2003
7 DOCUMENT EXAMINER 11 12/08/2003
8 DFA INTERNAL AUDIT ADMINISTRATOR 06/23/2003

At the same time Excel opens with the spreadsheet, an information box displays.

: d
Do not click on the <Green check mark> yet! If you do, the Excel
spreadsheet will close!

= Infarmation

Save the Excel spreadsheet on your computer. After saving the spreadsheet
and closing Excel, the Save the data message closes and returns back to the

online version of the report. To exit out of the report, <Exit>.

January 2010

7-31




AASIS Service Center

EEO4 Verification Report

Agencies use this report for reviewing of missing data such as employee ethnic

origin, gender, and part-time indicator information. This employee information is
provided to the federal government. You may access this report by entering the
transaction code (ZPEEO4_VERIFY).

Action Steps:

1. Enter ZPEEO4_VERIFY in the command field. <Enter> .

& |(ZPEE04 VERIFY % 1 |[C@s SHE
SAP Easy Access AASIS MENU
&[] M=

I O Favorites
= 2 SAP menu
bl Office

2. The From and To dates default with the current fiscal year. For this report,
the year is July 1, 2007 to June 30, 2008.
3. Enter the personnel number(s), personnel area, or business area. Use

<Multiple selection> arrow to enter a range or more than one code.

4. <Execute> L2l As the program runs, different infotype numbers appear in
the lower left corner of the screen.

& o dH  Sa@ DHEE ST as EE G
HR - EEO-4 Verification

GEL 4 |

Employee selection
Fram date 07 /0142008 {
To date (also key date) 0g/30/2008
Fersonnel Mumber to E
Business Area to =
Personnel area Fp’-‘«D%@%Z to =
Employee Subgroup to =
Cost Center to =
Job Category to i
Display options
Layout
[0 Include Extra Help Employees
7-32
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Verify the employee’s mater data, especially the Gender, Ethnic Origin, and Part-
time information. If the employee works less than 100%, there is an “X” in the
Part-time column. In the example below, the gender information is unknown.

EEO-4 Detal

Arkansas Administrative Statewide Information System
Program: ZPAPAI0003_EE04 VERIFICATION
System : ETR Client: 520

Date: 08/28/2009

Time: 09:55.4

Bus Area{Persnnne\ ArealCnst Center| Personngl Numher|F\rst Namel\nmals|Last Matne

| Pusmuanunctmn CudelJnh Cateqory

|Huur\y ratel Ermployment Percent|Parfime Employee|Employment Status|Emp\uyee GruuplGender |Ethmc Otigin

0610 FADT B30 22079964 1 ADMIN SUPPORT 75050 100.00 3 | Fernale  Black/Not Hisparic it
610 FADN it N\ 20197 1/PROFESSIONALS 79630 10000 3 | Unkenoran White/Mat Hispanic ur\g\'
0610 FADY Bk NN— 207938 1\PROFESSIONALS 102538 100.00 3 1 Fermale  White/Not Hispanic origh
B0 FADI Bm 1 22030085 1\PROFESSIONALS 11,5555 100.00 3 1 Fermale  Black/lot Hispanic origin
0610 FADT Bl 22030083 1\PROFESSIONALS 11,5555 100.00 3 1 Fermale  WhitaNot Hispanic origh
0610 FADY K] 2080101 1\PROFESSIONALS 124382 100.00 3 | Male  Black/Not Hispanic arigin
0BI0 FADI B3 PAIE 1/ TECHNICIANS 9658 10000 3 | Female  Black/ot Hispanic origin
It is extremely important that this information is accurate. If any missing or
incorrect information is discovered, modifications of master data may be
performed directly within this report.
Correcting Information
1. Double-click on the employee’s Personnel Number to go directly to PA-30
Maintain HR Master Data. The employee’s personnel number selected
appears in Personnel No. field.
2. Select Personal Data (ITO002) to update gender.
3. <Display> to view the information.
3] zoa H @& e | 4G A | EE & D
Maintain HR Master Data
Q][]
Personnel no.
Mame 3
EE group 1| Regular State E Pers. area FAQT | DFA
EE subgroup LE | Employee Cost Center S83245 Budget Bandits
m Addtl. Emploves Data  , Employment Issues . Career Management 111 1=
|
Infotype text 2 |E| |_| Period
| |Actions /— | [=] @ Period
_F'ersonal Data s [=] From To
| |9rganizational Assignment " O Today O Curroweek
| |#ddresses o O Al O Current month
| |Basic Pay L ) Fram curr.date O Last week
| |Family Member/Dependents L O To Current Date O Last month
| |Residence Status L ) Current Period ) Current ¥ear
_Addltiunal Personal Data s [=] |'E| Choose I
Communication [~]
Direct selection
Infotype FPersonal Data ST
7-33
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4. Below, the gender information is missing. <Back> to return to Maintain
HR Master Data screen.

& Bl AH Qe SRR BT a BEE @
Display Personal Data N
(=[] 4
Personnel No! 112 Marne Lillie .|Status Active
EE group 1| Regular State Empl. Personnel ar FAD1 DFA
EE subgroup UE | Employee SS5M S96-97-7F220
Start 011571360 Ta 12/31/9888| Changed on 0171672004 DMHILLDOZ
Mame
Title =] Mame Format [E]E]
Last name Allrman Birth narme
First name Lillie Second name
Middle name Initials
Designation & Mickname
Suffix El
Mame Lillie Allman
HR data
55N 996-97 -7920 Eamdlar
Date of Birth 01/s1541260 Female hale
Language Enalish [
Mationality Armerican US z
Marital Status Single &

5. Select Personal Data (IT0002).

6. <Change> |ﬁ
incorrect or missing.

. Change is being used because the information is either

January 2010

Maintain HR Master Data
[n]|%2
FPersonnel no.
Marne
EE group 1| Regular State E.. Pers.area FAQT | DFA
EE subgroup UE| Employee Cost Center 383245 Budget Bandits
m Addtl. Employee Data . Employment Issues . Career Management I OE
Infatype text 7 |E| |_| Period
Actions fl 5 + [=]| | ®Periad
| |Personal Data o [~] From To
| |Organizational Assignment o O Taday O Curr week
| |Addresses W QAll O Current manth
| |Basic Pay 14 O From curr. date O Last week
| |Family Member/Dependents L O Ta Current Date O Last month
| |Residence Status L4 O Current Period O Current Year
Additional Personal Data o = |E| Choose |
Comrmunication [+]
Direct selection
Infotype Personal Data STy
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7. Upon opening of the infotype, the gender defaults to female. Select the
correct gender.

8. <Enter> to validate the information.

9. <Save> to save the information and return to the Maintain HR Master
Data screen. Close PA30 to return to the EEO4 Verification report.

0<'|_8 =)

JH @& BEE SBTa8 EE @D

Change Personal Data

B

El|E

i

Personnel Mo Marne .| Status Active
EE group 1| Regular State Empl. Personnel ar FAQ1 DFA
EE subgroup LE | Employee S5
Start £1/16/1960 TD 1243179998 | Changed on 01/168/2004 DMHILLGZ
Mame

Title g Mame Format

Last name Allman Birth name

First name Lillie Second name

Middle narme Initials

Designation [ MNickname

Suffiz e

Mame Lillie &llman

I

HR data 7

S5N 09g8-97-7920 Gender = !—

Date of Birth E1/15/1960 @ Ferale O Male
Language English hed|

Mationality American U3 =

Marital Status Single

10. To verify the change,

re-run the report. Below, the information is updated.

EEQ-4 Detal

System - ETR Client: 522
Date: 08/31/2009
Time: 09:08:38

Arkansas Administrative Statewide Information System
Program: ZPAPAIO03_EEQ4_VERIFICATION

Bug Aree{Personne\ Area|CusI Cemer| Personnel Numher|F\rst Name|\nit\a\s|Last Name

| Pnsniun|FunctiunCude|Jnh Category |Huurly rate|Emp\uymem Percent|Part-time Emplayeg|Employment StatusEmp\nyee@ruup|@ender |EIhchngm

10 FAD B3E0 Lt JADMN SUPRORT 72080 10000 3 i [
10 FAD BB I PR 1|PROFESSIONALS 79830 10000 3 1 Female | White/Nat Hispanic oriy
10 FAD Kikfl] 207993 1|PROFESSIONALS  10.2888 10000 3 1 Female | White/Not Hispanic origi
10 FAD 360 L20B0086 1|PROFESSIONALS 116550 10000 3 1 Female | BlackMot Hispanic origin
10 FAD 360 220B0083 1|PROFESSIONALS 116550 10000 3 1 Female | White/Not Hispanic orii
10 FAD 360 22080101 1|PROFESSIONALS 124382 10000 3 1 Male | BlackMot Hispanic origin
10 FAD B30 22079956 1|TECHNICIANG 96528 10000 3 1 Female | Black/Mot Hispanic origin
If the Ethnic Origin information is incorrect, the same process is used. View
Additional Personal Data (ITO077).
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Logged Changes in Infotype Data

The Logged Changes in Infotype Data report is a log of changes made to
infotype records in master data. Three sections are available to select a format
by which to view these changes. It is very helpful in trying to resolve issues with
pay because the report provides date, time, and name of changes made to an
employee’s information.

Action Steps:

1. Enter S_AHR_61016380 in the command field. <Enter> .
[=

Menu  Edit Eavnrite%m Help
& |=_AHFR_B101E380— O S &aa |
SAP Easy Access AASIS MENU
o= ~~

2. Select Read documents from database prompt.

e Long-term documents define data that is sorted according to personnel
number and infotype. This format is used for revisions. These documents
are used to identify the end user making the change, deletion, creation
etc. in data records, as well as the date this task is performed.

e Short-term documents define data that is sorted according to the date the
infotype record is edited.

& A H @@ SR S 008 | EE @ E

Logged Changes in Infotype Data

Read documents from datahase_/ | 2
¥l Lang-term documents ——

[JShont-terrm docurnents

Selection

Transaction class

@ Master data O Appl.data QA
Personnel number ta
Infotype to
Changed on to
Changed by to

Cutput options
Default currency

[JDirect output of docs [COIMew page per doc.
[ Output program selections Output in ALY
Sort order

@ Time O Personnel no. O Infotype O User
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The Transaction class defaults to Master data. In the Personnel number field,
enter the personnel numbers to be viewed.
In the Change on Field, enter the specific change date, or a certain interval
period to be viewed.
For Sort order, select the sort preference for the report.

<Execute>

to create the report.

&

DA B @e@@E@  DHE T as BE @0

Logged Changes in Infotype Data

Read fram archive

6 from database
[¥] LangTerm documents
[ Shont-term documents

Selection

Transaction class

Infotype
Changed on
Changed by

@ Master data O Appl.data O Al
J 3
1 |
Fersonnel number 2607 to

04/30/2008 ta
4 to

06/30/2008

o]0 o] o

Qutput options
Default currency

[ Direct output of docs

[Joutput program selections
5

[Irew page per doc.
Output in ALY

Sort ord%—
@ Tim O Personnel no.

O Infotype

O User

7. This screenshot reflects the reporting data for personnel number 2607 and is

sorted by time. The information provided shows when changes were made to
the various infotypes, and who made them. To drill down and view changes,
click within one of the lines.

&

A H @@ BHEE DD

Logged Changes in Infotype Data

Logged Changes in Infotype Data

F'ers.ND.ITr.CIassIIType IDate ITime IND.IUser Marme I
2607 | A 0000 |06/26/2008 |15:58:23 1| LWMFLOY D01
b= A [T | e O =] = = B B0 == P ot el el
2607 | A 0a0 06/26/2008  |15:59:10 1| LWMFLOY D01

L Ly pmjm | [mjm ) [y mppmpy | TV LT LUT
2607 | A 0041 7 05 | 16:00:59 1| LWMFLOYDOT
2607 | A 0171 05 16:01:47 1 LWFELOYDOT
2607 | A 0378 |06/26/2008 |16:01:47 1 LMFLOYDOT
2607 | A 0006 |06/26/2008 |16:02:18 1 LMFLOYDOT

January 2010
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This screenshot provides more detail regarding the information changed by
LMFLOYDO1.

& | dEH @@ SREISDO0 EE @6

Logged Changes in Infotype Data

Logged Changes in Infotype Data

Pers. Mo.: 2607 Empl.f4ppl.Name  Maolly Dullane

Chgd By LMFLOYDO1 Archy. a

Infotype ooz Transaction Class A

Infotype Text Fersonal Data

Date 06/26/05 Time 15:59:10 Sequential Murmber 1

STy|Obj|L| Start Date  |End Date | Mo|O1d record| Used O|Field Mame [O1d field[Mew field

D415/M1982  (12/31,/9999 | |Marital Stat. 0
0415982 12431,/9999 | |Birth date 04/15/1982
044151982 |12/31/9999 | |Last name Dukane
0415982 12431,/9999 | /10 number

D415/M1982  (12/31,/9999 | |First name holly

Return back to the main reporting screen, <Back> .

When finished, exit out of the report, <Exit>.
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Pre-Processing Infotype Check Report (Missing Infotype Report)

The Missing Infotype Report is known as Pre-Processing Infotype Check report
and reflects only those infotypes which are missing for a designated employee.

Action Steps:

1. Enter ZPYUSRO0002_A in the command field. <Enter> .
=

Menu  Edit  Favorites  Ext stern  Help
& |ZPvUsSRo00Z_A <§§] | & &Ea |
SAP Easy Access AASIS MENU
o= <=

2. Period provides the end user multiple selection choices.

& A8 @a@ SEE D000 EE | @D
Pre-Processing Infotype Check Report
| Further selections || = Search helps || = Sort order
Period
O Today O Current month O Current year
O Up to today O From today 2
@ Cther period
Data Selection Period 0170172008 Ta 0g/30/2008
FPerson selection period o1/01/2008 To 673072008
| Payrall period

Payroll period allows the user to select a specific pay period by entering a pay

period number per the Bi-Weekly Schedule of Pay Periods.

V] A ECae  BEE 8508 FEE
Pre-Processing Infotype Check Report
| Further selectians || & =earch helps || & =art order
Payroll period
Fayrall area 11
@ Current petiod
O Other period 11|2008
| Feriod R |
\

\
Press this button to switch between periods.

January 2010
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3. Enter the Personnel number(s) or Personnel area.
4. Select the infotypes to verify.

5. <Execute> .

& Bl HISCE@ D HE B0 a | EE @b
Pre-Processing Infotype Check Report

Ful 5 ections || = Search helps || = Sort arder I
Period
O Today O Current month O Current year
O Up to today O From today
@ Other period
Data Selection Period o101 2009 Ta o/ 3072009
FPerson selection period a1s01/2008 Ta Qgs30/2008
| Fayroll period I
)3
Selection
FPersonnel Mumber 2607

Employment status E
Company Code
Fayrall area ﬁ
Pers.arealsubarealcost cente
Employee groupfsubgroup E

Select Infotypes to cheslc
[ Infa Type OO0 h
info Type 0002
[Info Type 0006
info Type 0007
[l Info Type OO0S 4
[ Info Type 0009 >"

[l Info Type 0105
Info Type 0207

Info Type 0208
Cinfo Type 0209

This screenshot reflects the report which allows for a review of any missing
infotypes. Use PA30 to review the infotype and make any corrections required.

) B dE GG ORE =T 4O8 | EE | EE

Pre-Processing Infotype Check Report

Pre-Processing Infotype Check

Arkansas Administrative Statewide Information System
Program: ZPYUSRO002_A

System: ETR Client: 522

Date: 08/31/2009 Time: 10:00:52

Business Area‘lA Ermployee Murmber|Personnel Areal Employee Mame |Info Type| Social Security NumheriMessage
0900 2607 | PT13 DUKANE MOLLY ITO105  |399-75-1543 USERID MOT EXIST

<Exit> to exit the report.
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Employment Reporting Form

The Employment Reporting Form report provides agencies data to complete the
monthly Employment Reporting Form as required by the Bureau of Legislative
Research. Agencies may review the number of monthly new hires, separations,
transfers, total number of employees, total number of vacant positions, overtime
and compensatory time paid, and compensatory time used. The report also
provides the total number of employees reported the previous month.

@ For accurate information, this report must be generated on or after the
Thursday following the last Payroll Exit Date of the OPM month. The Agency
Personnel Management role is required to access this report.

Action Steps:
1. Enter ZERF in the command field. <Enter> .

[=

Menu Edit Fawvorites Ex kstern Help
& |zerF lheaa

SAP Easy Access AASIS MENU
B=] [=[=]

2. In the Reporting Period, enter the OPM Month and Year. The OPM payroll
month can be determined by reviewing the OPM Bi-Weekly Schedule of Pay
Periods.

3. In the Selection Criteria, enter agency number in the Business Area field or by
entering a specific personnel number in Personnel Number field.

4. Leave Summary Report and Actions as defaults. If the Summary Report is
selected, it provides a total number for the selection criteria of both Actions
and Overtime/Comp Time consisting of monthly new hires, separations,
transfers, total number of employees, total number of vacant positions,
overtime and compensatory time paid, and compensatory time used.

5. <Execute> .

@ i e@e DHE D ho s BE @
Employment Reporting Form

@Eﬁli
Reporting Period

OPM Manth And Year 12] 2006 2
Selection Criteria 3

Business Area og10 to

Personnel Mumhber to
(] Summa%—ﬁ Detail Report
4
Selection Criteria W@nly

@  Actions” O Owertime/Comp Time
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If an action is processed in the period for a date outside the period, it will be
reflected in the Total Employees or Total Vacant Positions count because the
report is run by key date NOT effective date. However, if an action is processed
outside the period for a date inside the period, it may not be reflected in the Hires
or Separations totals. The totals reflect the information requested by the Bureau
of Legislative Research.

& B dHee@ SREE ShO8 EE @M
Employment Reporting Form

FROGRAM: ZPAPARBET3_EMP_RPTIMG_FORM Arkansas Administrative Statewide Information System
TIME: 10:29:18 CLIENT Employment Reporting Form
REPORTING PERIOD IS FOR OPM Month 12 OPM YEAR 2008 11/16/2008 - 1271372008
TOTAL PREW EMPLOYEES ]

TOTAL EMPLOYEES 375

TOTAL WACANT POSITIONS 52

TOTAL HIRES ]

TOTAL SEPARATIONS ]

TOTAL OT/COMP WAGES PAID o000

TOTAL CoMP HOURS USED 0. 0o

The following definitions apply for the report:

e Total Prev Employees are all employees on the payroll in a regular state
position in the previous OPM payroll month.

e Total Employees are all employees on the payroll in a regular state
position.

e Total Vacant Positions are all vacant positions not including extra help or
board member positions. This report includes both budgeted and
unbudgeted positions.

e Total Hires include any employee hired, rehired, transferred in, promoted
in, transferred from extra help to a regular position, or reemployment of a
retiree. All hires are in regular state positions.

e Total Separations include terminations, retirements, transfers to other
business areas, or transfers to extra help positions. This count only
includes employees who vacate a regular state position (EE Group 1).

e Total OT/Comp Wages Paid includes regular employee overtime paid,
emergency overtime paid, automatic compensatory payouts, and
generated payouts through Time Quota Compensation (IT0O416).

e Total Comp Hours Used is the total combined hours taken for CP10
(Compensatory Time @ 1.0) and CP15 (Compensatory Time @ 1.5)
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